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INSTRUCTIONS: lndicate items reviewed by placing a check in the "Evaluated" box and/or the "Action Required" box. lf this

form is used as a Correction Report, the "Correction" box should be initialed and dated as deficiencies are corrected, Answer
individual items with "yes" or "no" answers, or fill in the blanks as indicated. lf additional comments are necessary, the information

can be placed on the CHP 454, Area Management Evaluation Supplement. The Supplement should include significant findings,

accomþlishments or corrective actions, unresolved items, problems or progress, and the evaluator's overall impressions. This

form can be completed in pen or pencil, and the Supplement can be handwritten if desired.

a. ls the offìce well organized? Z]Yes n ruo

trl
D,ATE

03i30/2009

EVALUATËD BY

A, l,agerglen, A 13507

TYPË OF ÉVALUA1 ION

I Formal Evaluation ! lnformal Evaluation
SUSPËNSE DÂTE

FOLLOW-\JP REQL'IRED

nYes ØNo
! Correction Report

BY

COIIIfuIANDER'S RËVIEU/

D. S. iVlacGtegor

fË

1. CLERICAL TASKS
EVAI-UATEf)

03/30/00

ACTION RFOUIREI)

No

CORRECTED

(1 ) Are there written job descriptions? ØYes DNo

(a) Does clerical staff have their job description at their desk? ElYes n r'¡o

(b) Does clerical staff understand what is expected of them? Z Yes E l.to

(2) Are similar activities grouped together to promote efficiency? ØYes ! No

(3) lf tape recorders are used, can clerical employees transcribe effectively? nYes ! No

(4) ls the clerical staff knowledgeable in the use of personal computers, fìling requirements, information
security, etc.? DYes n No

(5) Can another clerical employee assume the duties of a clerical employee who is absent? !Yes ! tlo

ls the Offìce Services Supervisor (OSS) effective?

(1) s he/she properly apply management philosophies and supervisory skills?

(a) have the authority and backing necessary to effectively supervise subordinates?

(b) ls the an effective manager?

(2) Does the OSS identify with supervisory potential?

(a) Does he/she assist employees preparation of written plans for progressive career
development?

(b) Have special interests been identified and
been afforded the employees?

opportunities and/or departmental training

(c) Has the CHP 120, lndividual Development Plan for Future Performance of Permanent
Employee, been used to identify particular strengths of the

(3) Does the supervisor set a good example?

(a) Does he/she show a willingness to assist subordinate personnel?

(b) Does heishe know when to act, when to delegate, and when to refer to a supervisor?

lf there is more than one OSS, is the work and supervision evenly distributed?

(5) Does the OSS participate in Area staff meetings?

lYes nruo

E Yes ! tlo

nYes E No

!Yes ! No

lYes []No

lYes n No

lYes !No

DYes E No

!Yes n No

!Yes !No
! Yes E ¡to

flYes nNo

ENo
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2. FILING SYSTEM

a. lstheArea'sfilingsystemincompliancewithdepartmental guidelinescontainedinHPGll.l,FieldOffice
File Guide?

CORRECTED

ØYes ! I'lo

þ. Are other fìles, i.e., permanent flles, enforcement document flles, etc,, maintained according to policy? ØYes ! No

(1) How far back are accident reports being maintained? Division ncr,r,l¡' oreatcd.

(2) ls there a flling backlog? ! Yes Z l.lo

(3) ls there evidence of recent ofüce review? nYes Ø No

(4) How are Managemenl and All Commanders Memorandums fìled and purged? Division Libraly nlaintained. Ìì'iles purgecl bascd on

r<rcrords l'clcntíorr schcdu I cr.

(5) Are Training and lnformation Bulletins filed? ØYes n No

(a) lfso,howaretheylocated? Ilulletinsarepnstedandliledbasedonrecordsrelentionschedule

(6) Do,all clerical employees understand the filing system? ØYes ! No

(7) Does the Area have an effective suspense system? ØYes n No

(a) Do all supervisors take advantage ofthe suspense system? EYes ! No

c. Are personnel files properly secured and access limited? ØYes !No
(1) Are the requirements of the lnformation Practices Act being followed? ZYes E No

(2) ls a periodic review done on a regular basis? ØYes n ruo

(a) lf so, how often? lnitially' Lrpon receipt ol'lt¡lder. then ¡'earl¡'

(3) ls annual employee review and updating conducted as required? ØYes ! No

OF CRIMINAL RECORDS

(4) Are only required or permitted items contained in personnel folders?

a. Have have access to crlminal offender record information signed an acknowledgment
stating they and policies pertaining to these records?

(1) Has the Area designated a to release criminal offender record information?

(a) Do any other persons release this informal

(b) Has the designated person completed the required training?

(c) Are safeguards in place to verify telephone inquiries prior to disclosure?

(2) Does each person that is designated to release information maintain a CHP 2638, Criminal Offe
Record lnformation Release Log?

(a) Are entries maintained for the prescribed period of time?

4. FISCAL PROCEDURES

Ø Yes ! ¡to

CORRECTED

! Yes E l.¡o

lYes ! No

nYes n No

nYes D No

! Yes n ¡lo
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Are all change fund and collections handled and processed according to policy?

(a) Are receipts and DL45s, California Special Driveis Certificate, issued to the field

accounted for feguarded?

(b) Are "voided" or "no fee" DL45s as such, signed by the commander, and forwarded
to Fiscal Management Section?

(c) ls there a separation of duties between cashier transmittal of collections?

(d) Are collections and change funds safeguarded?

(e) Are checks promptly endorsed and cash receipts reconciled daily?

(fl Are counter receipts and DL45s that are issued in sequence accounted for and returned
to Fiscal Management Section upon completion?

DYes nNo

EYes E No

lYes !No

n Yes ! tlo

nYes !No
lYes !No

! Yes

(g) Whatspecificguidelinesareinplaceforsecuritycontrol andaccountability? StateSeourityDivisiondoesnotnraintaìncash

firnds or have cashier respousibilities.

(h) ls a supervisor responsible for review of the system?

(i) -collections agree with the total amount of counter receipts and DL45s issued?

ü) Are counter re transmittal records prepared properly?

(k) Are surprise counts of funds and documented by the commander or designee?

(2) Are security and accountability procedures in the petty cash fund?

(a) ls the petty cash fund used only for authorized the limited amount?

(b) Are valid authorizations on fÌle?

(c) ls a Disbursement Voucher (Std. 439) completed and signed by the commander
receipt does not show the vendor name or item purchased?

(d) Are there adequate procedures to ensure purchases are properly authorized?

(e) Are surprise counts performed by someone not involved in handling the petty cash fund?

(3) Are X-Number services proper and within departmental and state policy?

a

!Yes ! No

nYes D No

nYes DNo

flYes E No

[Yes ! No

! Yes E tlo

lYes ! No

lYes E No

E tlo

nYes n
EYes !No

(a) Are services procured over $4,999,99? nYes Ø No

(b) ls the amount limit circumvented by splitting procurements? nYes ZNo

(c) Are three price quotations obtained and documented on a CHP 78X, X-Number Request? ØYes nNo

(d) Do invoices itemize charges and reference X-Numbers? [Yes !No
(4) Are bank cards adequately safeguarded, and purchases reviewed by a supervisor? EYes ! No

(a) Are cardholders familiar with the bank card process, including prohibited and restricted items? ØYes !No
(b) Are purchases within established policy? ØYes nNo

(c) Are three price quotations obtained and documented on a CHP 315X? ØYes ! No

(d) ls the bank card log completed properly? ElYes E No
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(e) Are invoices and CHP 317, CAL-Card Log, reviewed by a supervisor? ElYes n No

(f) ls there a reconciliation of the monthly bank card statement, and does it have supervisory approval? Ø Yes ! No

b. What controls does the commander have in place to ensure timely transmittals of monies? N/A

Are collections sent to Fiscal Management Section at the first occrJrrence of $'1 ,000 in cash and
total collections, or at the close of business each Thursday?

(2) Are monies DL45s, California Special Driver's Certifìcate, asset foleiture, reimbursables,
evidence, etc., handled tely by coordinating transmittal with the Area cashier?

(3) Are "no collection" transmittals sent iate?

(4) Do tire sale transactions comply with policy?

c. ls security of the postage machine adequate?

(1) ls the machine locked when not in use?

(2) ls the meter reading documented as required?

(3) ls there documentation of monies refunded or forwarded to Fiscal Management Section when the
postage machine is being repaired or replaced?

5. SUPPLY REQUISITIONS (cHP 4'l)

a. Are requisitions prepared properly?

! Yes E tlo

E Yes n ¡¡o

flYes ! No

flYes ! No

lYes ENo

lYes n No

EYes !No

! Yes

E]Yes ! No

(1) Who prepares them? 08 I StafT'Scn,ices Anal¡'si

(2) Has a practical siock level been established and maintained? ZYes n No

(3) lsthereasystemthatnotifiesthestaffwhenthequarterlyrequisitionisgoingtobeprepared? ØYes n No

(a) ls the quarterly requisition period forthis command adhered to? ØYes ! No

(b) ls there a high number of emergency requisitions? ! Yes Ø l,lo

b. Are items stored properly in a storeroom? ØYes ! No

(1 ) ls there convenient access for regularly used items? E Yes ! l.lo

(2) Have obsolete items been removed?

6. SUPPLIES

assigned to the command accounted for?

(1 ) Are camera cases clean ain the required accessories?

(2) ls camera maintenance assigned to a particular

(a) What is his/her preventative maintenance schedule?

Z Yes n ¡¡o

CONRECTEO

nYes n ruo

!Yes n No

nYes n No

EVALI,,ATED

0330t09

b. Are all extenders assigned to the command accounted for? @Yes E No
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(1) ls there adequate security for extender batterles and other supplies? ZYes n No

7. OFFICE EQUIPMENT

a, Are office machines in good condition and properly maintained? @ Yes f] I'lo

(1) ls the vendor complying with maintenance contract provisions? ZYes D No

(2) ls there a shortage or surplus of machines? DYes Ø No

b. ls the Management lnformation System (MlS) used properly? Z Yes ! ttlo

(1) Who is authorized to use the equipment? Divisìon stafl

(2) How is training provided, and by whom? On-line Cl .[:]'lS Lraining

(3) ls there a usage schedule for uniformed and nonuniformed personnel? n Yes Ø l,lo

(4) Are there controls in place to ensure confdentiality? EYes n No

(5) Are all personnel aware of how to request repairs after nórmal business hours? Ø Yes ! ¡lo

(6) ls the MIS used to send messages to other offices in lieu of formal memorandums? lYes Z No

(7) What system is used to ensure proper routing of MIS information? Iìouting of hard copy

c. Are personal computers used properly? ZlYes ! No

(1) Who is authorized to use the equipment? Dìvisìon stafï

(2) How is training provided, and by whom? On thc jcrb tlaining or oLrL scrvice training

(a) How many employees are trained in its use? 4

(3) Are there restrictions on the time its used? lYes ENo

(a) ls there a schedule for uniformed and nonuniformed employees? flYes Ø l,lo

(4) ls confidential or sensitive information being stored on a PC hard drive? flYes ØNo

(a) lf so, is the PC password protected? ØYes !No

(b) ls confidential or sensitive information stored on disks, CDs, or removable drives kept in a

secure area? ZYes !No
(5) What is the PC being used for? Prcparing staff prtr.jccts. reporls. access CIIIP publications. ctc.

(6) Are controls present to prevent inappropriate/personal use of the computer? ØYes !No
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(7) Are backup procedures being performed on a regular basis? ØYes n No

(a) Where applicable, are backup disks stored in a secure area? Ø Yes ! I'lo

(8) Are PC manuals and other documentation available to all users? ElYes n No

(g) Whatproceduresareinplacetoensureout-of-datedocumentsandfilesarepurged? Oocasional ¡gr1,iqr1ryg

(10) Are employees aware of the availability of assistance in resolving computer related problems? Ø Yes D ¡lo

(1 1) ls anti-virus software regularly utilized on all state-owned PCs? ØYes !No

8. PUBLIC CONTACTS

a. Does the office have exlended office hours? EYes ØNo

(1 ) lf so, are they adequate and effective? flYes ! No

b. Are persons served promptly and courteously? ElYes ! No

('l ) Are backup personnel immediately available? El Yes n No

(2) ls telephone service both efficient and effective? ØYes !No
(3) Are limited duty personnel used for receptionist duties and answering telephones? ! Yes n ¡lo

BUS DRIVER EXAMINATIONS

(4) Are officer substitutions for nonuniformed positions kept at a minimum?

drivertesting a special duty or a clerical function, or is a full-time school bus coordinator

assigned?

(1) Are tests and test keys kept iri

(2) How are interested parties advised of

(a) Are exams graded in the presence of the applicant, and missed discussed?

(b) Does the officer or coordinator take possession ofthe test and dispose of

(3) How are test disposed of?

(4) ls there a specific date and time set aside for iesting?

10. COURT INFORMATION PROCEDURES

a. ls there a systematic method of coordinating court appearance matters?

ElYes n ¡lo

lYes n No

IYes f] l.lo

nYes !No

E Yes

COIìRËCTEÐ

E Yes n ¡lo

CHP 453E (Rev. 5-06) Page 6 of 7
Destroy Previous Editions

c453e506 pdf



STATE OF CALIFORN¡A

OEPARTMENT OF CALIFORNIA HIGHWAY PATROL

AREA MANAGEMENT EVALUATION
OFFICE MANAGEMENT
CHP 453E (Rev. 5-06) OPI 009

(1) Whatcontrolsareinplacetoensureoffìcersappearincourt? OfIìcersat'cno1 assigrredtoDivision.

(a) How are appearances minimized following cancellations? OflÌ<;ers are not assignccl [o Divisiorr.

(b) How are "short notice" cancellations minimized? Ollioers are not assigned to Division. Ilolvel,er, oflÌcers wilhin Secticlns are

dirsctcd 10 DistlioL Atlomcy's olfice. coLrrt, atlorrrc]-. ctc. prior to thc day clllravol lcrl'cotlrt.

(2) Are CHP 90s, Report of Court Appearance - Clvil Action, properly distributed and completed on all

appropriate cases? nYes f]No

(3) Who is responsible for managing the process? I)ivision Ol lroc Assistant

(a) Are court officers performing duties that could be handled by clerical personnel? EYes n ruo

I1. DEPARTMENTAL MANUALS

a. Are the number of authorized libraries being maintained?

CORRECTED

lYes ØNo

(1) Are the libraries conveníent for those who must use them? lYes E No

(a) What controls are in place for "loaning" manuals to employees? Currentl;* [)ivision docs not have a librar-v of nanuals. Oncc

wc l¡ovc to thc ncw Cl ìP llQ arrd mcrge rvith I¿OS-0tì?. thcir lìbraly rvill bccornc Division liblar¡'. Currcntly stafl-uses [lte

on-line liblar¡".

publications distinctively marked so they can be readily identified?

(a) Are the libraries excessive or sufficient?

(b) ls there a listing available of be in each library?

(3) Are publications kept up-to-dale?

(4) Who fìles publication changes?

EYes ! No

EYes ! No

nYes n ruo
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INSTRUCTIONS: lndicateitemsreviewedbyplacingacheckinthe"Evaluated"boxand/orthe"ActionRequired"box. lfthis
form is used as a Correction Reporl, the "Correction" box should be initialed and dated as deficiencies are corrected. Answer
individual items with "yes" or "no" answers, or fill in the blanks as indicated. lf additional cornments are necessary, the information
can be placed on the CHP 454, Area Management Evaluation Supplement. The Supplement should include significant findings,
accomplishments or corrective actions, unresolved items, problems or progress, and the evaluator's overall impressions. This
form can be completed in pen or pencil, and the Supplement can be handwritten if desired.

a. ls the office well organized? ElYes nNo

NUMBER

I
DATE

03109/2009

EVALUATED BY

Andrew Silcox, #12552

ryPE OF EVALUATION

gf ormal Evaluation f,j Informal Evaluation
SUSPENSE DATE

03/24/2009
FOLLOW-UP REOUIRED

fl Yes Ø No

! Correction Report

BY

COMMANDER'S REVIEW

/5
DATE

>/,,/,
EVALUATED

0311812009

ACTION REOUIRED CORRECTED

(1) Are there written job descriptions? [Yes n No

(a) Does clerical staff have their job description at their desk? ZYes !No
(b) Does clerical staff understand what is expected of them? ZlYes nNo

(2) Are similar activities grouped together to promote efficiency? I Yes ! tlo

(3) lf tape recorders are used, can clerical employees transcribe effectively? ØYes !No
(4) Isthe clerical staff knowledgeable in the use of personal computers, filing requirements, information

security, etc.? ElYes E No

(5) Can another clerical employee assume the duties of a clerical employee who is absent? EYes !No
b. ls the Office Services Supervisor (OSS) effective? IYes nNo

(1) Does he/she properly apply management philosophies and supervisory skills? IYes nNo

(a) Does heishe have the authority and backing necessary to effectively supervise subordinates? flYes ! No

(b) ls the clerical supervisor an effective manager? lYes n No

(2) Does the OSS identify employes with supervisory potential? lYes ! No

(a) Does he/she assist employees in the preparation of written plans for progressive career
development? []Yes n No

(b) Have special interests been identified and educational opportunities and/or departmental training
been afforded the employees? EYes !No

(c) Has the CHP 120, lndividual Development Plan for Future Job Performance of Permanent
Employee, been used to identify pariicular strengths of the employees? lYes n ruo

(3) Does the supervisor set a good example? !Yes ! No

(a) Does he/she show a willingness to assist subordinate personnel? EYes n No

(b) Does heishe know when to act, when to delegate, and when to refer to a supervisor? nYes n No

(4) lf there is more than one OSS, is the work and supervision evenly distributed? EYes ! No

(5) Does the OSS participate in Area staff meetings? DYes f]No
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2. FILING SYSTEM

a. lstheArea'sfilingsystemincompliancewlthdepartmental guidelinescontainedinHPG'1 l.l,FieldOffice
File Guide?

CORRECTED

EYes nNo

EVALUATED

03t1812009

b. Areotherfles,i.e.,permanentfiles,enforcementdocumentfiles,etc.,maintainedaccordingtopolicy? El Yes E No

(1) How far back are accident reports being maintained? o/o
(2) ls there a filing backlog? nYes ØNo

(3) ls there evidence of recent office review? nYes ØNo

(4) How are Management and All Commanders Memorandums fìled and purged? Files ale purged based on the records ¡etention

schedul e.

(5) Are Training and lnformation Bulletins filed? ØYes nNo

(a) lf so, how are they located? Bulletins are posted and then filed based on the file plan and retention schedule.

(6) Do all clerical employees understand the filing system? ElYes E No

(7) Does the Area have an effective suspense system? EYes ENo

(a) Do all supervisors take advantage of the suspense system? ZlYes n No

c. Are personnel fìles properly secured and access limited? ZlYes ! No

(1) Are the requirements of the lnformation Practices Act being followed? ElYes E No

(2) ls a periodic review done on a regular basis? ØYes nNo

(a) lf so, how often? Practices are l'et'iewed on a quarterly basis.

(3) ls annual employee review and updating conducted as requlred? [Yes n No

(4) Are only required or permitted items contained in personnel folders? EYes n ruo

3. SECURIry OF CRIMINAL RECORDS

a. Have employees who have access to criminal offender record informalion signed an acknowledgment
stating they understand the regulations and policies pertaining to these records?

CORRECTED

!Yes n No

(1) Has the Area designated a specific person to release criminal offender record information? nYes ! No

(a) Do any other persons release this lnformation? nYes ! No

(b) Has the designated person completed the required training? !Yes ! No

(c) Are safeguards in place to verify telephone inquiries prior to disclosure? lYes ! No

(2) Does each person that is designated to release information maintain a CHP 2638, Criminal Offender
Record lnformation Release Log? lYes n No

(a) Are entries maintained for the prescribed period of time? nYes n No

4. FISCAL PROCEDURES

a. Have discrepancies on the most current audit reports been corrected?

CORRECTED

lYes n No
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(1) Are all change fund and collections handled and processed according to policy? nYes lNo
(a) Are counter receipts and DL45s, California Special Driveis Certificate, issued to the fleld

accounted for and safeguarded? EYes nNo

(b) Are "voided" or "no fee" DL45s marked as such, signed by the commander, and forwarded
to Fiscal Management Section? lYes nNo

(c) ls there a separation of duties between cashier responsibilities and transmittal of collections? EYes n ruo

(d) Are collections and change funds safeguarded? lYes n No

(e) Are checks promptly endorsed and cash receipts reconciled daily? nYes ! No

(f) Are counter receipts and DL45s that are issued in sequence accounted for and returned
to Fiscal Management Section upon completion? EYes nNo

(g) Whatspecificguidelinesareinplaceforsecuritycontrol andaccountability? CTTAdoesnotmaintaincashfundsofanykind

nor does it have cashier responsibilities,

(h) ls a supervisor responsible for review of the system? lYes nNo

(i) Do total collections agree with the total amount of counter receipts and DL45s issued? lYes nNo

ú) Are counter receipts and transmittal records prepared properly? IYes nNo

(k) Are surprise counts of funds performed and documented by the commander or designee? nYes nNo

(2) Are security and accountability procedures in place for the petty cash fund? []Yes n No

(a) ls the petty cash fund used only for authorized purchases within the limited amount? nYes nNo

(b) Are valid authorizations on file? n Yes E tlo

(c) ls a Disbursement Voucher (Std. 439) completed and signed by the commander when the
receipt does not show the vendor name or item purchased? nYes !No

(d) Are there adequate procedures to ensure purchases are properly authorized? lYes nNo

(e) Are surprise counts performed by someone not involved in handling the petty cash fund? flYes nNo

(3) Are X-Number services proper and within departmental and state policy? ElYes nNo

(a) Are services procured over $4,999.99? lYes Ø No

(b) ls the amount limit circumvented by splitting procurements? lYes ZNo

(c) Are three price quotations obtained and documented on a CHP 78X, X-Number Request? @Yes E No

(d) Do invoices itemize charges and reference X-Numbers? ElYes n No

(4) Are bank cards adequately safeguarded, and purchases reviewed by a supervisor? @Yes n No

(a) Are cardholders familiarwith tlie bank card process, including prohibited and restricted items? [Yes n No

(b) Are purchases within established policy? EYes nNo

(c) Are three price quotations obtained and documented on a CHP 315X? @Yes n No

(d) ls the bank card log compleied properly? ZlYes !No
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(e) Are invoices and CHP 317, CAL-Card Log, reviewed by a supervisor? EYes nNo

(fl ls there a reconciliation of the monthly bank card statement, and does it have supervisory approval? [ Yes ! No

b. Whatcontrolsdoesthecommanderhaveinplacetoensuretimelytransmittalsofmonies? Identifiedpurchasesal'eassignedaproject

tracking number and given a suspense date for completion. This allows orders to be tlacked and located at a later time if needed.

(l) ArecollectionssenttoFiscal ManagementSectionatthefÌrstoccurrenceof$'1 ,000incashand
$1O,o0o total collections, or at the close of business each Thursday? nYes E No

(2) Are monies received for DL45s, California Special Driver's Certificate, asset forfeiture, reimbursables,

evidence, etc., handled appropriately by coordinating transmittal with the Area cashier? nYes n No

(3) Are "no collection" transmittals sent when appropriate? nYes f]No

(4) Do tire sale transactions comply with policy? nYes !No

c. ls security of the postage machine adequate? nYes ! No

('1) ls the machine locked when not in use? nYes ! No

(2) ls the meter reading documented as required? EYes n No

(3) ls there documentation of monies refunded or forwarded to Fiscal Management Section when the

postage machine is being repaired or replaced? lYes ! No

:5'
''.:

SUpPLYREQUISIflONS (CHP4r)',',.';,r

a. Are requisitions prepared properly? ØYes E No

(1) Who prepares them? Jessica Wilson, Staff Services Analyst

(2) Has a practical stock level been established and maintained? ØYes n No

(3) lsthereasystemthatnotifiesthestaffwhenthequarterlyrequisitionisgoingtobeprepared? EYes n No

(a) ls the quarterly requisition period for ihis command adhered to? nYes !No

(b) ls there a high number of emergency requisitions? ! Yes Øruo

b. Are items stored properly in a storeroom? ØYes n No

(1) ls there convenient access for regularly used items? EYes !No

(2) Have obsolete items been removed? Zl Yes I No

:6. SUPPLIES

a. Are all cameras assigned to the command accounted for? EYes !No

EVALUATED

0311912009

(1) Are camera cases clean and do they contain the required accessories? ØYes n No

(2) ls camera maintenance assigned to a particular individual? flYes !No

(a) What is his/her preventative maintenance schedule? Camel'as are uraintained in cases and checked on a quartet'ly basis for

serviceability. They are locked away when not in use. A log is maintained for sign oulin.

b. Are all extenders assigned to the command accounted for? ØYes E No
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(1) ls there adequate securiiy for extender batteries and other supplies?

a, Are off¡ce machlnes in good condition and properly maintained?

n Yes ENo

@Yes f]No

(1) ls the vendor complying with maintenance contract provisions? EYes !No

(2) ls there a shortage or surplus of machines? lYes ENo

b. ls the Management lnformation System (MlS) used properly? E Yes !No

(1) Who is authorized to use the equipment? Pam Greeley, Andlew Silcox

(2) How is training provided, and by whom? Training is provided as needed on thejob.

(3) ls there a usage schedule for unifo¡med and nonuniformed personnel? nYes E No

(4) Are there controls in place to ensure confidentiality? Ø Yes n f'¡o

(5) Are all personnel aware of how to request repairs after normal business hours? flYes Ø No

(6) ls the MIS used to send messages to other offices in lieu of formal memorandums? n Yes Ø tlo

(7) What system is used to ensure proper routing of MIS information? E-mail and bulletin postings

c. Are personal computers used properly? ØYes ! No

(1) Who is authorized to use the equipment? Sergeant Silcox, Offrcer Riggin, Officer Klarcyk. AGPA Coìston, SSA Wilson

(2) How is training provided, and by whom? On the job training with assistance from knowledgeable individuals.

(a) How many employees are trained in its use? 5

(3) Are there restrictions on the time its used? nYes ENo

(a) ls there a schedule for uniformed and nonuniformed employees? lYes ØNo

(4) ls confidential or sensitive information being stored on a PC hard drive? ! Yes E l',lo

(a) lf so, is the PC password protected? ZlYes n No

(b) ls confidential or sensitive information stored on disks, CDs, or removable drives kept in a

secure area? EYes !No

(5) What is the PC being used for? Everyday office requirerlents (i.e., merìos, repol'ts, research, purchasing)

(6) Are controls present to prevent inappropriate/personal use of the computer? EYes nNo
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(7) Are backup procedures being performed on a regular basis? EYes ! No

(a) Where applicable, are backup disks stored in a secure area? nYes E No

(B) Are PC manuals and other documentation available to all users? ZYes nNo

(9) What procedures are in place to ensure oulof-date documents and files are purged? Recolds retention schedules ale followed

and documents ale pulged as lequiled.

(1 0) Are employees aware of the availabillty of assistance in resolving computer related problems? ØYes n No

(11) ls anti-virus software regularly utilized on all state-owned PCs? EYes n No

PUBLIC CONTACTS

a. Does the offìce have extended ofiìce hours?

EVALUATED

0311812009

CORRECTEO

nYes Ø No

(1) lf so, are they adequate and effective? EYes ! No

b. Are persons served promptly and courteously? EYes ! No

(1) Are backup personnel immediately available? flYes nNo

(2) ls telephone service both efficient and effective? ElYes E No

(3) Are lìmiied duty personnel used for receptionist duties and answering telephones? nYes E No

(4) Are officer substitutions for nonuniformed positions kept at a minimum? EYes ! No

CORRECTED

9. SCHOOL BUS DRIVER EXAMINATIONS

a. ls school bus driver testing a special duty or a clerical function, or is a full{ime school bus coordinator
assigned? N/A

(1 ) Are tests and test keys kept in a secure place? lYes !No

(2) How are interested parties advised of testing procedures?

(a) Are exams graded in the presence of the applicant, and missed questions discussed? nYes !No

(b) Does the offìcer or coordinator take possession of the test and dispose of accordingly? EYes nNo

(3) How are test disposed of?

(4) ls there a specifìc date and time set aside for testing? nYes nNo

IO. COURT INFORMATION PROCEDURES

a. ls ihere a systematic method of coordinating court appearance matters?

CORRECTED

ZlYes n No

CHP 453E (Rev t06) Page 6 of 7
Destroy Previous Editions

c453e506.pdf



STATE OF CALIFORNIA

DEPARIMENT OF CALIFORNIA HIGHWAY PATROL

AREA MANAGEMENT EVALUATION
OFFICE MANAGEMENT
CHP 453E (Rev, 5-06) OPI 009

(1) Whatcontrolsareinplacetoensureofficersappearincourt? Officeassistantlogsinleceiptofsubpoenaandservestlreofficer. If

there appears to be a problem with the officer appealing in court the supervisor makes contact with the court and the officer in

question.

(a) How are appearances minimized following cancellaiions? Clerical personnel will make contact with the officer prior to couft

by telephone and log the cancellation.

(b) How are "short notice" cancellations minimized? Cle¡ical personnel will make all attempts to contact the officer with

cancellation information.

(2) Are CHP 90s, Report of Court Appearance - Civil Action, properly distributed and completed on all

appropr¡ate cases? IYes ENo

(3) Who is responsible for managing the process? Office Assistant Pam Greeley

(a) Are court officers performing duties that could be handled by clerical personnel? nYes Ø No

a. Are the number of authorized libraries being maintained? EYes E No

(1 ) Are the libraries convenient for those who must use them? EYes n No

(a) What controls are in place for "loaning" manuals to employees? Emergency Operations Section (EOS) maintains a library at

the current time. Theil library rvill become the division library when both sections and the division share the same space at

the nerv headquarters building. Currentl¡,, CTTA Section utilizes the electronic publications liblary.

(2) Are publications distinctively marked so they can be readily identifed? nri+ nYes nNo

(a) Are the number of libraries excessive or suffìcient?

(b) ls there a listing available of what should be in each library? flYes ! tlo

(3) Are publications kept up-to-date? r'.l1er nYes ENo

(a) Who files publication changes? cv /*
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SUBJECT; Ofhce Management Evaluation. Countertet'r'ot'ism and Thleat Awat'eness (CTTA) Section DATE: 0312312009

sEcTtoNs COMMENTS

1. Clelical Tasks Cle¡ical tasks are divided between the division Office Assistant and the section Staff Services

b. 1-5 are not applicable Analyst. The section is not assigned an Office Sen'ices Supelvisor

2. Filing System The sections filing system is maintained by the valious prograni managers with copies of completed

pr.ojects maintained b), the division OA in both the section and division files. The section is unique

in that centlalized files are maintained by the division OA due to the lack of a section OA ol OT.

3. Security of Criminal Recolds The section has no need to access criminal offender records. If a need is identified someone will be

a. (1) and (2) ale not applicable designated and trained to safeguat'd records and rnaintain a log,

4. Fiscal Procedu¡es Section does not maintain any cash funds and are exempt from casli reporting requiretnents.

a, (1) and (2) are not applicable X nuntber services and bank cards records and pt'ocedures are maintained per policy

5. Supply Requisitions (CHP 41) Section requisitions ale prepared b¡,Jessica Wilson. A practical stock of supplies is maintained.

(3) is not applicable

6. Supplies A log ofhigh value item u'as created, to log in and out cameras and laptops for accountability.

7. Offìce Equipment Section has a minimal nuurbe¡ of office machines. As yet there is no t¡aintenance ag¡eement to

ce cop)/ nrachines since we don't have one assigned. There is uo fortnal training progl'am

set ¡p to instruct personnel on valious deparlmental progl'ams othel'than on the iob training.

8. Public Contacts Section has no public contact othel than by telephone. Section has adequate phone coverage

thloughout the rveek to handle pl.rone inquiles.

9. Scliool Bus Drivel Exanl Section has no t'esponsibilities for this program.

a. (1) - (a ) is not applicable

I0. Coult Infolmation Plocedut'es Due to the unique structule ofthis section lesponsibilities fol this functìon ale handled thlough the

division OA. A log is maintained for subpoenas's received and oliginals are maintained to include

dates of sel'vice and or cancellation.

Division will share one liblaly rnaintained curlentll, at Enrergency Opelations Section.1 1. Depaltmental Manuals
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INSTRUCTIONS: lndicateitemsreviewedbyplacingacheckinthe"Evàluated"boxand/orthe"ActionRequired"box. lfthis
form is used as a Correction Report, the "Correction" box should be initialed and dated as deficiencies are corrected. Answer
individual items with "yes" or "no" answers, or fill in the blanks as indicated, lf additional comments are necessary, the information

can be placed on the CHP 454, Area Management Evaluation Supplement, The Supplement should include significant findings,

accomplishments or corrective actions, unresolved items, problems or progress, and the evaluator's overall impressions. This

form can be completed in pen or pencil, and the Supplement can þe handwritten if desired.

EVALUATED BY

TYPE OF EVALUATION

! Formal Evaluation
SUSPENSE DATE

lnformal Evaluation

FOLLOW-UP REQUIRED

n Yes úruo
I

CORRECTED

1. GLERICAL TASKS

(1) Are there written job descriptions? flves E No

E Correction Report

BY

a. ls the office well organized? flVes E No

Év,"r n No(a) Does clerical staff have their job description at their desk? 
^.r"_: +'-r{,ë!,${ L Le::rF c.crpï rra, Nrri\ , ^\õ ,

(b) Does clerical staff understand what is expected of them? flYes nNo

(2) Are similar activities grouped together to promote efficiency? ffver n No

(3) lf tape recorders are used, can clerical employees transcribe effectively?

(4) ls the clerical staff knowledgeable in the use of personal computers, filing requirements, information

security, etc.?
J
lð Yes L-l No

(5) Can another clerical employee assume the duties of a clerical eHg:3w.hl131:ïS, flVes E No

nYes n ruob. ls the Office Services Supervisor (OSS) effective?

he/she properly apply management philosophids and supervisory skills? lYes n No

(a) Does have the authority and backing necessary to effectively supervise subordinates? lYes n No

(b) ls the clerical s an effective manager? !Yes nNo

(2) Does the OSS identify with supervisory potential? lYes n No

(a) Does he/she assist employees in

development?
ion of written plans for progressive career

D Yes n ¡lo

(b) Have special interests been identifìed and e
been afforded the employees?

opportunities and/or departmental training

n Yes f] l.lo

(c) Has the CHP 120, lndividual Development Plan for Future Job rmance of Permanent
nYes []NoEmployee, been used to identify particular strengths of the

(3) Does the supervisor set a good example? lYes n No

(a) Does he/she show a willingness to assist subordinate personnel? n Yes n ¡lo

(b) Does heishe know when to act, when to delegate, and when to refer to a supervisor? IYes n No

(4) lf there is more than one OSS, is the work and supervision evenly distributed? es nUo

(5) Does the OSS participate in Area staff meetings?

ìE lRev 5-06) Paoe 1 of 7
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CORRECTED

2. FILING SYSTEM = 
.

a. lstheArea'sfiling system in compliancewith deparlmental guidelines contained in HPG 11.1, Field Offìce

File Guide? f,ves ! No

b. Are otherfiles, i.e., permanentflles, enforcement documentfiles, etc., maintained according to policy? þYes [J tlo

(1) How far back are accident reports being maintained?

(2) ls there a flling backlog? Fruo

(3) ls there evidence of recent office review? pves n No

(4) How are Management and All Commanders Memorandums fìled and purged?'--

r-E..rt-r. ?*..,---,-æ. ,-,.-- -P.'"-€-õ -P*1 -?-*-*--^ì r (--.*'-*-
(5) Are Training and lnfo-rmation Bulletins filed? f,V", n ruo

(a) lf so, how are they located? --- --z )¡-., 
- 

,-r $ræg.a-S rl) C-Oqrqc.-:lþ .Z-r!..rara.çPi-

(6) Do all clerical employees understand the filing system? lY"r n Nor
(7) Does the Area have an effective suspense system? p'v"t n No

(a) Do all supervisors take advantage of the suspense systemZ=--o ,r=-" =**, ^ r a_--*:,*._ #J3l--HlP" ,., *_
c. Are personnel files properly secured and access limited? FV"t n ruo

(1) Are the requirements of the lnformation Practices Act being followed? 
,

lXlYes l-l No

(2) ls a periodic review done on a regular basis? ß Yes ! t',lo

(a) lf so, how o

(3) ls annual employee review and updating conducted as required?

(4) Are only required or permitted items contained in personnel folders?

3. SECURITY OF CRIMINAL RECORDS

Yes ! No

Yes ! No

CORRECTED

employees who have access to crin(rinal offender record information signed an acknowledgment

tand the regulations and policies pertaining to these records?

(1) Has the Area desi specific person to release criminal offender record information?

(a) Do any other persons release ation?

(b) Has the designated person completed the req

(c) Are safeguards in place to verify telephone inquiries prior to disclo

(2) Does each person that is designated to release informalion maintain a CHP 2638,
Record lnformation Release Log?

(a) Are entries maintained for the prescribed period of time?

nYes ! No

EYes n No

lYes n ruo

nYes ! No

nYes ! No

EYes n No

! Yes-

CORRECTED

4. FISCAL PROCEDURES

a. Have discrepancies on the most current audit reporls b".n .orr"",.d?.,ã"_, 
=.-*q---=--- *,^, ^.* =I$ .
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(1) Are all change fund and collections handled and processed according to policy? f,ver n No

(a) Are counter receipts and DL45s, California Special Drive/s Certificate, issued to the field
accounted for and safeguarded? ! Yes nNo

(b) Are "voided" or"no fee" DL45s marked as such, signed by the commander, and fonvarded
to Fiscal Management Section?

(c) ls there a separatio

(d) Are collections and change funds safeguarded? fives n No

(e) Are checks promptly endorsed and cash receipts reconciled daily? Sves n ¡lo

(D Are counter receipts and DL45s that are issued in sequenoe accounted for and returned
to Fiscal, Management Section upon completion? ! Yes ! t'lo

(g) What specific guidelines are in place for security control and accountability?

(h) ls a supervisor reþonsible for review of the system?

(i) Do total collections agree with the total amount of counter receipts and DL45s issued? ffves n ruo

û) Are counter receipts and transmittal records prepared properly? lXYes llNo

(k) Are surprise counts of funds performed and documented by the commander or designee?rl:__rr:- ! Yes F tlo
<:¡¡'t{¡ÀÈÐ

(2) Are security and accountability procedures in place for the petty cash fund?

amount?

nYes ! No

! Yes E l,lo(a) ls the petty cash fund used only for authorized purchases within the

!Yes n No(b) Are valid authorizations on file?

(c) ls a Disbursement Voucher (Std. 439) completed and signed by the commander when the

receipt does not show the vendor name or item purchased? n Yes ! tlo

! Yes n ¡lo(d) Are there adequate procedures to ensure purchases are properly authorized?

nYes nNo(e) Are surprise counts performed by someone not involved in handling the petty cash fund?

(3) Are X-Number services proper and within departmental and state policy? ffvur ! No

(a) Are services procured over $4,999.99? ! Yes E l',lo

(b) ls the amount limit circumvented by splitting procurements? nYes ENo

(c) Are three price quotations obtained and documented on a CHP 78X, X-Number Request? EJYes ! r'lo

(d) Do invoices itemize charges and reference X-Numbers? flves n No

(4) Are bank cards adequately safeguarded, and purchases reviewed by a supervisor? þ Yes Ll No

(a) Are cardholders familiarwith the bank card process, including prohibited and restricted items? ffv"r ! No

(b) Are purchases within established policy? EJYes n ¡lo

(c) Are three price quotations obtained and documented on e-.]ùHP 31-5X? lXlYes n ¡lo

-r+t?- 
-Sseqq, n< qâ*,-"+.^.S. ---

(d) ls the bank card log completed properly? flves n ruo
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(e) Are invoices and CHP 317, CAL-Card Log, reviewed by a supervisor? f,ves n No

(D ls there a reconciliation of the monthly bank card statement, and does it have supervisory approval? 
FYes n ¡lo

b, What controls does the commander have in place to ensure timely transmittals of monies? 7ì-*-_ r_s o <:*__

(1) ArecollectionssenttoFiscal ManagementSectionatthefirstoccurrenceof$1,000incashand
$10,000 total collections, or at the close of business each Thursday? flv"s ! tlo

(2) Are monies received for DL45s, California Special Driver's Certificate, asset forfeiture, reimbursables,
evidence, etc., handled appropriately by coordinating transmittal with the Area cashìer?. 

.a.s .h--,*_ ¿rs SV"r ! No

(3) Are "no collection" transmittals sent when appropriate? ffi'ves ! trlo

(4) Do tire sale transactions comply with policy? ! Yes nruo

! Yes nruoc, ls security of the postage machine adequate?

(1) ls the machine locked when not in use? n Yes nruo

(2) ls the meter reading documented as required? n Yes nruo

(3) ls there documentation of monies refunded or forwarded to Fiscal Management Section when the
postage machine is being repaired or replaced?

EVALUATED

n Yes ! tlo
CORRECTED

-J
lXl Yes I lNo

5. SUPPLY REQUTSTTTONS (CHP 41)

a. Are requisitions prepared properly?

(1) Who prepares them?

(2) Has a practical stock level been established and maintained? S'v". ! No

b. Are items stored properly in a storeroom? þl Yes LJ No

(1) ls there convenient access for regularly used items? flver n No

(2) Have obsolete items been removed? Sves n No

ACTION REQUIRED

a, Are all cameras assigned to the command accounted for? f,v"r n ¡lo

(1) Are camera cases clean and do they contain the required accessories? flv"" n ruo

(2) ls camera maintenance assigned to a particular individual? n Yes É*o
(a) What is his/her preventative maintenance schedule?

Are all extenders assigned to the command accounted for?
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(1) ls there adequate security for extender batteries and other supplies?

a. Are office machines in good condition and properly maintained? ÉYet ! tlo

OFFICE EQUIPMENT

(1) ls the vendor complying with maintenance contract provisions? flves n ruo

(2) ls there a shodage or surplus of machines? þves n No

b. ls the Management lnformation System (MlS) used properly? ffv"r n No

(2) How is training provided, and by whom? .,

(3) ls there a usage schedule for uniformed and nonuniformed personnel? n Yes Éto
(4) Are there controls in place to ensure confidentiality - r__cJ pves n No

(5) Are all personnel aware of how to request repairs after normal business hours? !No
(6) ls the MIS used to send messages to other offices in lieu of formal memorandums?

Yes

Yes

E
n ñruo

(7) What system is used to ensure proper routing of MIS information?

c. Are personal computers used properly? flv"" n No

(1) Who is authorized to use the equipment?

How is training provided, and by whom?

(a) How many employees are trained in its use?

(3) Are there restrictions on the time its used? !Yes FNo
(a) ls there a schedule for uniformed and nonuniformed employees? !Yes EXNo

(4) ls confidential or sensitive information being stored on a PC hard drive? ! Yes El,lo

(a) lf so, is the PC password protected? lX Yes I lNo7-

(b) ls confidential or sensitive information stored on disks, CDs, or removable drives kept in a
secure area? f,vu" ! tlo

(5) What is the PC b

(6) Are controls present to prevent inappropriate/personal use of the computer? Év"t ! tlo
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(7) Are backup procedures being performed on a regular basis? flver ! ruo

(a) Where applicable, are backup disks stored in a secure area? EYes n ruo

(8) Are PC manuals and other documentation available to all users?>o .

(9) What procedures are in place to ensure out-of-date documents and files are purged?

(10) Are employees aware of the availability of assistance in resolving computer related problems? (V.. ! No

(1 1) ls anti-virus software regularly utilized on all state-owned PCs? IYes n No

PUBLIC CONTAC]'S

Does the office have extended office hours?

(1) lf so, are they adequate and effective?

b. Are persons served promptly and courteously?

(1) Are backup personnel immediately available? KYes n No

(2) ls telephone service both efficient and effective? $ves n No

(3) Are limited duty personnel used for receptionist duties and answering telephones?

(4) Are officer substitutions for nonuniformed positions kept at a minimum?

BUS DRTVER EXAMINATIONS .-' At./*

EVALUATED ACTION REQUIRED

driver testing a special duty a clerical function, or is a full-time school bus coordinator

Are tests and test keys kept in place?

(2) How are interested parties advised of I dures?

(a) Are exams graded in the presence of the applicant, and missed q discussed?

(b) Does the officer or coordinator take possession of the test and dispose of

(3) How are test disposed of?

(4) ls there a specific date and time set aside for testing?

10. COURT INFORMATION PROCEDURES

a. ls there a systematic method of coordinating court appearance matters?

assigned?

CORRECTED

n Yes n ¡lo

nYes [] tlo

nYes n No

n Yes

CORRECTED

Sv"r n No
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(1) What controls are in place to ensure officers appear in court? o

(a) How are appearaÈces minimized following cancèTlations? .-

(b) Ho* ttt "thod notitt" t"nt"ll'tiont tinitit"d? 
a r=* o ro--., .=***,--o o=.- -, -,-.-.- **-r --- - o*.

, Report of Court Appearance - Civil Action, properly distributed and completed on all

appropriate cases? ffiYes nNo

(3) Who is responsible for managing the process

(a) Are court officers peforming duties that could be handled by clerical personnel? ffilffi ! Yes ! t,to

CORRECTED

I I; , DEPÂRTMENTAL'MANUAI-S

a. Are the number of authorized libraries being maintained? f,v"r n No

ACTION REQUJRED

(1) Are the libraries convenient for those who must use them? IXI Yes I lNo

(a) What controls are in place for "loaning" manuals to employees?

(2) Are publications distinctively marked so they can be readily identified? ffi'Yes n ruo

(a) Are the number of libraries excessive or sufficient?

(b) ls there a listing available of what should be in each library?

(3) Are publications kept up-to-date? ffves n No

(4) Who files publication changes?
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